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October   7,    1974 


Honorable  Thomas  L.  Judge 
Governor  of  Montana 
State  Capitol 
Helena,  Montana     59601 


Dear  Governor  Judge: 

In  accordance  with  Section  82-4002,  R.C.M.  1947,  I  am  pleased  to  transmit 
to  you  the  annual  report  of  the  Department  of  Administration  for  1973-74 
fiscal  year. 

The  major  accomplishments  of  the  Department  during  the  year  are  summarized 
as  follows: 

Developed  the  first  Statewide  position  classification  system. 

Established  a  Statewide  group  hospitalization  and  medical 
insurance  plan. 

Developed  and  implemented  a  collective  bargaining  procedure 
and  published  a  Labor  Negotiation  Handbook. 

Saved  approximately  $500,000  in  bond  interest  expense. 

Increased  utilization  and  substantially  upgraded  the  Depart- 
ment ' s  computer  center . 

Established  and  operated  a  central  personnel  recruitment  and 
placement  office. 

Conducted  a  comprehensive  engineering  analysis  of  an  inte- 
grated Statewide  communications  system  and  future  State  com- 
munications needs. 


Respectfully  yours, 


.TABLE  OF  CONTENTS 


Principal  Officers  and  Offices  1 

Organization  Chart  2 

Legal  References 3 

Major  Responsibility  4 

Major  Accomplishments 4 

Program  Cost  Summary  5 

Program  Analysis  7 


DEPARTMENT  OF  ADMINISTRATION. 


PRINCIPAL  OFFICERS  AND  OFFICES 


PRINCIPAL    OFFICERS 
DIRECTOR    (1) 
DEPUTY    DIRECTOR    (1) 


Doyle  B.  Saxby 
Jack  C.  Crosser 


ADMINISTRATIVE  SERVICES  DIVISION 
Division  Administrator 
Communications  Bureau  Chief  (5) 
Data  Processing  Bureau  Chief  (1) 
Purchasing  Bureau  Chief  (2) 

CONSTRUCTION  AND  l^LAINTENANCE  DIVISION 
Division  Administrator  (3) 

Architecture  and  Engineering  Bureau  Chief  (3) 
General  Services  Bureau  Chief  (2) 


Vacant 

Curt  Wheeling 
Troy  W.  McGee 
Harold  F .  Weggenman 


Philip  A.  Hauck,  AIA 
Clarence  R.  Hester 
V.  Harrison  Lowe 


FINANCE  DIVISION 

Division  Administrator  (1) 
Accounting  Bureau  Chief  (1) 
Management  Systems  Bureau  Chief  (1] 

INVESTMENT  DIVISION 

Division  Administrator  (1) 


Ron  Near 

Terry  J.  Cannon 

Rod  Sager 


James  R.  Howeth 


PERSONNEL  DIVISION 

Division  Administrator  (4) 

Personnel  Bureau  Chief 

Merit  System  Bureau  Chief  (4) 

PUBLIC  EMPLOYEES'  RETIREMENT  DIVISION 
Division  Administrator  (6) 


Lee  J.  Tickell 

Vacant 

Clifford  T.  McGillvray 


Lawrence  P.  Nachtsheim 


Owen  L.    Morris,    Jr. 


TEACHERS'    RETIREMENT   DIVISION 
Division  Administrator    (3) 

PRINCIPAL   OFFICES 

(1)  Sam  W.  Mitchell  Building 

(2)  State  Capitol 

(3)  1500  East  Sixth  Avenue 

(4)  1218  East  Sixth  Avenue 

(5)  1710  Ninth  Avenue 

(6)  1712  Ninth  Avenue 


ATTACHED  FOR  ADMINISTRATIVE  PURPOSES  ONLY 

Board  of  Examiners,   Board  of  Investments,   Merit  System  Council,   Board  of 
Administration,   Teachers'  Retiranent  Board,   State  Treasurer,   State  Tax 
Appeals  Board. 


Helena, 

Montana 

59601 

Helena, 

Montana 

59601 

Helena, 

Montana 

59601 

Helena, 

Montana 

59601 

Helena, 

Montana 

59601 

Helena, 

Montana 

59601 

-1- 


[-- 


Vi 

C 

0 

o 

(0 

-I 

o  D 

(0 

a; 

5 

Z 

c 

0 

c 
F 

CD 

O 

F 

0 

o 

< 

I 
o 

z 
o 

I- 
< 

N 

z 
< 

cc 
o 


z 
o 

< 
cc 

I- 


£. 

s 

0) 

Q 

T— 

< 

O 

n 

u. 

O 

LU 

z 

LU 


CC 

< 

o. 

LU 

Q 


-2- 


DEPARTMENT  OF  ADMINISTRATION, 
LEGAL  REFERENCES 


The  statutes  relating  to  the  operations  of  the  Department  of  Administration  are, 
for  the  most  part,  contained  in  the  following  sections  of  the  1947  Revised  Codes 
of  Montana. 


Title  59, 
Title  59, 
Title  59, 
Title  69, 
Title  69, 
Title  78, 
Title  79, 
Title  82, 
Title  82, 
Title  82, 


Chapter  9 
Chapter  15 
Chapter  16 
Chapter  21 
Chapter  66 
Chapter  11 
Chapter  25 
Chapter  1 
Chapter  19 
Chapter  33 


Title  82,  Chapter  43 
Title  82A,  Chapter  2 


Classification  and  Compensation  of  State  Employees 

State  Employee  Group  Insurance 

Collective  Bargaining  for  Public  Employees 

Building  &  Mobile  Home  Construction  Standards 

Passenger  Tramways 

Insurance  on  State  Buildings 

Emergency  and  Disaster  Fund 

Department  of  Administration  -  Duties 

State  Purchases 

Department  of  Administration  -  Supervision  of 
Facilities  -  Building  Program  -  Communications 

State  Insurance  Plan  and  Tort  Claims 

Department  of  Administration 


The  Executive  Reorganization  Act  (Title  82A,  Chapter  2)  transferred  the 
Board  of  Examiners,  Merit  System  Council,  Board  of  Administration,  Teacher's 
Retirement  Board,  State  Treasurer  and  the  Board  of  Investments  to  the 
Department  of  Administration  for  administrative  purposes  only. 

Recent  legislation   transferred  the  Budget  Director  to  the  Office  of  the 
Governor  (Title  79,  Chapter  10) ;  abolished  the  State  Board  of  Review  (Title 
79,  Chapter  24),  the  State  Building  Code  Council  (Title  69,  Chapter  21)  and 
the  Montana  Montana  Aerial  Tramway  Boeird  (Title  69,  Chapter  66)  and  trans- 
ferred their  duties  to  the  Department;  established  the  Department's  authority 
to  begin  a  Statewide  personnel  classification  system  (Title  59,  Chapter  9) ; 
and  established  the  Labor  Relations  program  within  the  Department  (Title  59, 
Chapter  16) . 
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DEPARTMENT  OF  ADMINISTRATION, 
MAJOR  RESPONSIBILITY 


PROVIDE  TIMELY,  RESPONSIBLE,  EFFICIENT  AND  EFFECTIVE  CENTRALIZED  ADMINISTRATIVE 
LEADERSHIP  AND  SERVICES  TO  ALL  STATE  AGENCIES. 


.MAJOR  ACCOMPLISHMENTS. 


1.  DEVELOPED  THE  FIRST  STATEWIDE  POSITION  CLASSIFICATION  SYSTEM.  During 
the  year  10,439  State  positions  were  classified  and  a  position  manual 
published  containing  the  results  of  the  classifications. 

2.  ESTABLISHED  A  STATEWIDE  GROUP  HOSPITALIZATION  AND  MEDICAL  INSURANCE 
PLAN.   This  improved  insurance  plan  now  covers  approximately  8,000 
State  employees. 

3.  DEVELOPED  AND  IMPLEMENTED  A  COLLECTIVE  BARGAINING  PROCEDURE  AND  PUBLISH- 
ED A  LABOR  NEGOTIATION  HANDBOOK.   The  handbook  will  serve  as  a  "guide" 
to  the  labor  negotiation  process  and  as  a  working  tool  during  actual 
negotiations . 

4.  SAVED  APPROXIMATELY  $500,000  IN  BOND  INTEREST  EXPENSE.   This  savings 
was  achieved  by  issuing  a  $2,500,000  Long-Range  Building  Program  Bond 
and  immediately  redeeming  it  from  other  available  bond  sinking  fund 
monies. 

5.  INCREASED  UTILIZATION  AND  SUBSTANTIALLY  UPGRADED  THE  DEPARTMENT'S 
COMPUTER  CENTER.   The  increased  utilization  of  the  computer  equipment 
resulted  in  a  35%  reduction  in  computer  rates. 

6.  ESTABLISHED  AND  OPERATED  A  CENTRAL  PERSONNEL  RECRUITMENT  AND  PLACEMENT 
OFFICE.   This  new  program  improved  job  contact  with  prospective  employ- 
ees and  reduced  agency's  personnel  related  workloads. 

7.  CONDUCTED  A  COMPREHENSIVE  ENGINEERING  ANALYSIS  OF  AN  INTEGRATED  STATE- 
WIDE COMMUNICATIONS  SYSTEM  AND  FUTURE  STATE  COMMUNICATIONS  NEEDS.   The 
completed  report  contains  engineering  and  cost  information  for  a  pro- 
posed Statewide  communications  system. 
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DEPARTMENT  OF  ADMINISTRATION 
PROGRAM  COST  SUMMARY   . 


Expenditures 
FY  1974       FY  1973 


Increase 
(Decrease) 
in  FY  1974 


SUMMARY  BY  PROGRAM 

Central  Administration  Program 

Governor  Elect  Program 

Accounting 

Architecture  &  Engineering  Program 

Budgeting  Program 

Legislative  Liaison  Program 

Data  Processing  Program 

General  Services  Program 

Management  Systems  Program 

Purchasing  Program 

Building  Standards  Program 

Communications  Program 

Emergency  &  Disaster  Progreim 

Personnel  Program 

State  Insurance 

Passenger  Tramway  Safety  Program 

Records  Management  Program 

Labor  Relations  Program 

Total  Summciry  by  Program 

SUMMARY  BY  CATEGORY 

Personal  Services 
Operating  Expenses 
Equipment 

Total  Operating  Costs 

Capital  Outlay 
Local  Assistance 
Grants 
Transfers 

Total  Summary  by  Category 

SUMMARY  OF  FUNDING 

General  Fund 

Earmarked  Revenue  Fund 

Federal  S.  Private  Revenue 

Bonds   Proceeds   &   Ins.    Clearcuice  Fund 

Revolving  Fund 

Total  Summary  of   Funding 


$ 

104,290 

$    79,588 

$     24,702   (1) 

-0- 

25,766 

(25,766) 

414,338 

339,842 

74,496   (2) 

20 

,995,569 

11,586,814 

9,408,755   (3) 

-0- 

144,900 

(144,900)  (4) 

1,362 

4,109 

(2,747) 

1, 

,593,081 

1,177,581 

415,500   (5) 

1 

,049,645 

1,421,764 

(372,119)  (6) 

86,358 

124,000 

(37,642)  (7) 

146,006 

140,658 

5,348 

15,340 

2,211 

13,129   (8) 

887,275 

54,404 

832,871   (9) 

-0- 

177,257 

(177,257) (10) 

287,740 

142,252 

145,488  (11) 

755,270 

396,805 

358,465  (12) 

2,424 

-0- 

2,424  (13) 

24,797 

-0- 

24,797  (13) 

30,527 

-0- 

30,527  (13) 

$26 

,394,022 

$15,317,951 

$10,576,071 

$    1,827,899      $    1,549,366 

3,474,502  2,573,844 

69,7  55  65,288 


278,533 

900,658 

4,467 


5,372,156 

20,845,893 

8,429 

2,547 

164,997 


4,188,498 

11,422,970 

188,164 

18,319 

-0- 


$26,394,022      $15,817,951 


2,011,940 

240,424 

3,092,716 

8,528,013 

12,520,929 


1,770,415 
238,000 
1,899,822 
3,662,034 
8,247,680 


$26,394,022      $15,817,951 


1,183,658 

9,422,923 
(179,735) 
(15,772) 
164,997 

$10,576,071 


241,525 

2,424 

1,192,894 

4,865,979 

4,273,249 

$10,576,071 


* (Footnotes  on   following  page) 
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.DEPARTMENT  OF  ADMINISTRATION. 


PROGRAM  COST  SUMMARY  FOOTNOTES 


(1)  Increase  due  to  transfer  of  deputy  director's  salary  from  the  Manage- 
ment Systems  Program. 

(2)  Increase  due  to  increase  in  data  processing  costs  necessary  to  pro- 
vide greater  services  to  agencies. 

(3)  Increase  due  to  higher  levels  of  funding  by  the  1973  Legislature  for 
Capital  Construction  Program. 

(4)  Budgeting  Program  transferred  to  Governor's  Office  of  Budget  and 
Program  Planning  during  FY  1974. 

(5)  Increase  due  to  substantial  increase  in  requests  for  data  processing 
and  computer  services  (computer  unit  costs  were  actually  decreased) . 

(6)  Decrease  due  to  the  transfer  of  funds  and  the  transfer  of  the  adminis- 
tration of  several  revolving  accounts. 

(7)  Decrease  due  to:   a  reduction  in  data  processing  costs  which  resulted 
because  major  accounting  system  developments  were  completed  prior  to 
FY  1974;  and  the  transfer  of  deputy  director's  salary  to  the  Central 
Administration  Program. 

(8)  FY  1973  figures  indicate  only  partial  year  funding. 

(9)  Increase  due  to  transfer  of  Communications  Revolving  Account  from  the 
General  Services  Program. 

(10)  All  emergency  and  disaster  expenditures  funded  by  supplemental  Legis- 
lative appropriations  and  Federal  disaster  assistance  during  FY  1974. 

(11)  Supplemental  funding  granted  for  the  1974  fiscal  year  prodeced  a 
staffing  pattern  more  responsive  to  increase  workloads.   Increased 
activities  related  mainly  to  the  development  of  the  Statewide  Com- 
munication and  Pay  Plans. 

(12)  Increase  due  to  required  purchase  of  general  liability  insurance  as 
a  result  of  provisions  in  the  new  Constitution. 

(13)  New  programs  effective  July  1,  1973. 
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DEPARTMENT  OF  ADMINISTRATION 
PROGRAM  ANALYSIS 


ACCOUNTING  PROGRAM 


GOAL  ...  Provide  an  effective,  efficient  system  for  collecting,  processing  and 
reporting  accurate  State  government  financial  information. 

OBJECTIVES  . . .  Continue  to  streamline  internal  procedures  to  assure  fast  and 
accurate  processing  of  financial  transactions. 

Provide  timely  and  meaningful  financial  reports. 

Provide  counseling  to  agencies  on  proper  use  of  the  Statewide  Budgeting  and 
Accounting  System. 


EVALUATION  . . .  Maintained  and  improved  the  application  of  the  Statewide  Budget- 
ing and  Accounting  System. 

Published  the  State's  second  annual  financial  report  containing  a  complete  dis- 
closure of  the  State's  financial  condition  and  results  of  operation. 

Prepared  the  State's  Indirect  Cost  Allocation  Plan  and  the  Pro-Rata  Plan  which 
uses  a  more  equitable  method  of  distributing  costs. 

Continued  to  release  monthly  financial  reports  to  user  agencies  within  one 
week  following  each  month-end  cut-off. 


ARCHITECTURE  AND  ENGINEERING  PROGRAM 


GOAL  . . .  Provide  functional  and  aesthetically  planned  buildings  and  grounds 
that  satisfy  the  present  and  future  needs  of  State  government  at  a  reasonable 
cost. 


OBJECTIVES  . . .  Develop  and  publish  policies  and  regulations  relative  to  the 
operation  of  the  State's  construction  program. 

Continue  striving  to  adequately  fund  the  State's  construction  program. 

Fulfill  the  responsibilities  of  the  State  Construction  Program  in  the  most 
logical,  expedient  and  efficient  manner. 


EVALUATION  ...  Published  a  comprehensive  annual  financial  report  of  the  State's 
Building  Program. 
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DEPARTMENT  OF  ADMINISTRATION 


Handled  335  construction  projects  totaling  $65,000,000  of  which  260  were  projects 
over  $10,000. 

Administered  Equal  Employment  Opportunity  practices  for  workmen  employed  on 
applicable  State  construction  projects. 

Implemented  the  initial  steps  of  the  long-range  State  Capitol  Complex  Planning 
Study. 


BUILDING  STANDARDS  PROGRAM 


GOAL  . . .  Establish  Statewide  uniformity  of  building  code  enforcement  to  ensure 
safety  in  all  public  buildings,  mobile  homes,  recreational  vehicles  and  factory- 
built  buildings  manufactured  in,  or  shipped  into,  Montana. 


OBJECTIVES  . . .  Review  plans  and  inspect  construction  of  all  public  buildings  not 
covered  by  a  municipality. 

Review  plans  and  inspect  construction  of  mobile  homes,  recreational  vehicles  and 
factory-built  buildings  to  achieve  Nationwide  reciprocity  for  inspection  of 
these  units. 


EVALUATION  . . .  Initiated  common  reviews  of  schools  and  public  building  plans 
between  State  agencies  to  check  for  code  compliance. 

Prepared  rules  and  regulations  for  mobile  homes,  recreational  vehicles  and  fac- 
tory-built buildings  for  insertion  in  the  Administrative  Procedures  Code. 

Inspected  construction  of  public  buildings  not  covered  by  a  municipality  and 
investigated  complaints. 

Assisted  in  conducting  several  schools  for  Statewide  code  inspections. 


CENTRAL  ADMINISTRATION  PROGRAM 


GOAL  . . .  Supervise  and  coordinate  the  various  activities  of  the  Department  of 
Administration  in  an  effective  and  efficient  manner. 


OBJECTIVES  ...  Maintain  a  staff  of  professional,  service  oriented  personnel 
readily  available  to  other  departments  to  assist  in  solving  management  problems 
and  to  plan  for  operational  improvements. 
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DEPARTMENT  OF  ADMINISTRATION 


Improve  communications  and  cooperation  among  the  various  units  of  the  Depart- 
ment and  thus  increase  efficiency  and  production  throughout  the  Department 
and  State  government. 

EVALUATION  ...  Saved  approximately  $500,000  in  bond  interest  expense  by  issuing 
a  $2,500,000  Long-Range  Building  Program  Bond  and  immediately  redeeming  it  from 
other  available  bond  sinking  fund  monies. 

Established  a  group  hospitalization  and  medical  insurance  program  (in  com- 
pliance with  Senate  Bill  373  of  the  1973  Legislative  Session)  which  currently 
covers  approximately  8,000  State  employees. 

Reorganized  and  reassigned  the  responsibilities  for  the  Department's  programs 
to  two  deputy  directors  to  provide  closer  coordination  and  supervision  over 
the  Department's  day-by-day  activities. 

Administered  Montana's  Federal  Revenue  Sharing  Program. 

Consolidated  common  administrative  and  staff  functions  of  the  various  Depart- 
mental divisions,  bureaus  and  "attached  to"  agencies  for  more  efficient  and 
effective  management. 


COMMUNICATIONS  PROGRAM 


GOAL  ...  Provide  efficient  and  effective  voice,  video  and  data  communications 
systems  to  all  State  agencies  at  a  minimum  cost. 

OBJECTIVES  . . .  Continue  to  plan,  review  and  coordinate  all  State  communications 
facilities  and  systons  to  ensure  an  orderly  and  economic  development. 

Provide  assistance  to  all  State  agencies  regarding  intrastate  and  interstate 
communications  systems  and  service. 

Continue  to  provide  and  recommend  administrative  procedures  for  efficient  use 
and  growth  of  the  State's  communications  resources. 

Develop  a  reliable  emergency  communications  system. 

EVALUATION  . . .  Conducted  a  comprehensive  engineering  analysis  of  an  integrated 
Statewide  communications  system  and  future  State  communications  needs  and 
compiled  a  detailed  report  containing  engineering  and  cost  information  for  a 
proposed  system. 
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DEPARTMENT  OF  ADMINISTRATION 


Assisted  in  obtaining  a  $578,000  Federal  grant  from  the  Department  of  Health, 
Education  and  Welfare  to  develop  educational  television  in  Montana. 

Established  uniform  procedures  for  acquiring  State  telephone  service  and 
other  communications  equipment  and  services. 

Assumed  administration  of  all  State  telephone  billing  and  the  Communications 
Revolving  Account. 

Initiated  development  of  a  comprehensive  emergency  communications  system. 

Prepared  and  published  the  first  "in-house"  State  telephone  directory. 


DATA  PROCESSING  PROGRAM 


GOAL  . . .  Provide  effective,  efficient  and  economical  data  processing  services 
to  State  agencies. 

OBJECTIVES  . . .  Provide  capable,  efficient  system  analysts  and  programmers  to 
State  agencies  as  required. 

Operate  and  maintain  established  computer  applications  on  a  timely,  efficient 
and  economical  basis. 

Develop  a  long-range  plan  for  the  development  of  data  processing  in  the  State, 


EVALUATION  . . .  Responded  to  a  substantial  increase  in  requests  for  computer 
services  with  a  greater  utilization  of  equipment  resulting  in  a  3  5%  reduction 
in  computer  rates. 

Established  a  User's  Advisory  Group  with  the  objective  of  better  responding  to 
the  user's  needs. 

Installed  a  new  operating  system  (OS-VSl)  which  can  process  ten  jobs  simulta- 
neously. 

upgraded  the  computer  system  from  an  IBM  370/135  to  an  IBM  370/145  without  any 
disruption  in  service. 

Negotiated  a  Statewide  computer  output  microfilm  contract  which  is  available 
to  all  State  agencies. 

Installed  new  data  entry  equipment  resulting  in  further  reductions  in  cost  to 
the  users. 
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DEPARTMENT  OF  ADMINISTRATION 


EMERGENCY  AND  DISASTER  PROGRAM 


GOAL  . . .  Expeditiously  and  effectively  evaluate  emergencies  occurring  in  the 
State  and  provide  financial  assistance  as  justified. 


OBJECTIVE  . . .  Evaluate  emergency  situations  and  make  responsible  recommendations 
to  the  Governor. 


EVALUATION  . . .  Provided  emergency  financial  assistance  to  combat  extensive 
forest  and  range  land  fires  and  the  violent  flooding  which  occurred  during 
the  year.   The  severity  of  the  emergencies  resulted  in  funding  the  fire 
related  expenditures  through  a  supplemental  appropriation  by  the  1974  Legisla- 
ture.  This  emergency  expenditure  qualified  the  State  to  receive  Federal 
Recovery  Assistance  for  the  flood  damage. 


GENERAL  SERVICES  PROGRAM 


GOAL  . . .  Manage  the  physical  facilities  in  the  Capitol  Complex  area  and  the 
service  functions  assigned  to  the  program. 


OBJECTIVES  . . .  Repair  and  maintain  the  Capitol  Complex  area  buildings  and 
grounds  on  a  timely  basis. 

Improve  security  of  State  property  in  the  Capitol  Complex  area. 

Provide  fast,  efficient  and  economical  centralized  duplicating,  copying,  mes- 
senger and  mail  service  in  the  Helena  eirea. 


EVALUATION  . . .  Further  improved  the  Capitol  Complex  landscaping  by  installing 
several  native  rock  plant  beds  and  flower  displays. 

Negotiated  a  three-part  custodial  contract  covering  janitorial,  mechanical 
and  landscaping  contracts  resulting  in  greater  efficiency  in  each  area. 

Improved  security  in  the  Capitol  Complex  area  by  installing  automatic  security 
guard  check-in  stations. 

Improved  centralized  mail  and  messanger  service  by  combining  deadhead  and  U.S. 
mail  deliveries. 

Developed  a  hot-glue  binding  operation  in  the  Duplicating  Center  which  now 
permits  "perfect  binding"  of  publications  in-house. 
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DEPARTMENT  OF  ADMINISTRATION. 


LABOR  RELATIONS  PROGRAM 


GOAL  . . .  Develop,  implement  and  administer  a  formal  labor  relations  program 
that  will  ensure  compliance  with  the  law  and  optimize  employee  and  labor 
relationships . 


OBJECTIVES  . . .  Negotiate  labor  contracts  which  reflect  sound  management 
policies  and  procedures  and  satisfy  the  occupational  needs  of  State  employees. 

Promote  effective  communications  and  problem  resolution  practices  between 
management  and  employee  by  establishing  uniform  grievance  procedures  for  all 
State  employees  in  cooperation  with  the  Board  of  Personnel  Appeals. 

Standardize  contractual  language  and  provisions  keeping  consistent  with  the 
various  agency  structures,  tasks  and  work  force  compositions. 

Provide  capable  technical  and  legal  labor  specialists  as  required. 


EVALUATION  ...  Developed  and  implemented  a  collective  bargaining  procedure. 

Published  a  Labor  Negotiation  Handbook  which  will  serve  as  a  "guide"  to  the 
labor  negotiation  process  and  as  a  working  tool  during  actual  negotiations. 

Initiated  an  intensive  collective  bargaining  training  program  for  management 
officials. 

Assumed  responsibility  for  all  collective  bargaining  for  State  agencies 
including  activities  such  as  unit  determination,  negotiations  and  impasse 
resolution. 

Developed  a  comprehensive  grievance  resolution  procedure  currently  being 
evaluated  by  the  Board  of  Personnel  Appeals. 


LEGISLATIVE  LIAISON  PROGRAM 


GOAL  . . .  Keep  members  of  the  Legislature  informed  during  the  interim  between 
legislative  sessions. 

OBJECTIVES  . . .  Finance  applicable  costs  of  legislators  involved  in  studying 
or  reviewing  developments  occurring  between  legislative  sessions. 


EVALUATION  . . .  Introduced  Legislators  to  the  proposed  format  for  the  new 
Executive  Budget  and  the  reasons  for  changes  made.  A  cooperative  effort 
ensued  which  produced  a  mutually  satisfactory  budget  document. 
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MANAGEMENT  SYSTEMS  PROGRAM 

GOAL  ...  Make  the  business  of  managing  Montana's  state  government  more  efficient, 
effective  and  economical. 

OBJECTIVES  . . .  Continue  to  assist  agencies  with  management  consulting  services 
as  needed  to  identify  and  solve  management's  operational  problems  through  appli- 
cation of  creative  and  progressive  management  practices. 

Develop  a  Statewide  payroll-personnel  information  system  that  provides  mean- 
ingful managerial  reports,-  maintains  a  complete  employee  data  base;  facilitates 
position  control  procedures}  and  that  is  integrated  with  the  Statewide  Budget- 
ing and  Accounting  System. 

Continue  development  and  perfection  of  the  Statewide  Budgeting  and  Accounting 
System. 

EVALUATION  ...  Provided  various  State  agencies  with  economical,  efficient  and 
responsive  management  consulting  services  in  a  variety  of  areas  concerning 
fiscal  management,  systems  development  and  implementation,  and  general  opera- 
tional policies  and  procedures. 

Began  the  initial  phase  of  developing  a  Statewide  payroll-personnel  information 
system. 

Developed  additional  capabilities  in  the  Statewide  Budgeting  and  Accounting 
System  which  include:   improved  input  controls  to  increase  the  validity  of 
information  being  captured;  increased  reporting  capabilities  to  expand  the 
availability  of  management  information  and  automated  additional  year-end 
closing  procedures  which  reduced  previous  man-hour  requirements. 

Assisted  agencies  in  converting  from  manual  and/or  automated  decentralized 
financial  records  to  the  Statewide  Budgeting  and  Accounting  System. 


PASSENGER  TRAMWAY  SAFETY  PROGRAM 

GOAL  . . .  Regulate  the  design,  construction,  operation  and  maintenance  of 
aerial  passenger  tramways  within  the  boundaries  of  Montana  to  protect  the  life 
and  welfare  of  tramway  users. 

OBJECTIVES  ...  Inspect  and  certify  passenger  tramways  within  the  State  of  Montana. 

Maximize  ski  area  compliance  with  the  National  Standard  safety  requirements 
and  regulations. 
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EVALUATION  . . .  Certified  76  passenger  tramways  and  24  ski  areas  with  11  inspec- 
tors covering  design,  construction  and  related  inspections. 


PERSONNEL  PROGRAM 


GOAL  ...  Develop  and  implement  a  Statewide  Personnel  System  to  provide  rules, 
regulations  and  policies  for  the  most  efficient  and  effective  management  of 
our  human  resources. 


OBJECTIVES  . . .  Develop  a  Statewide  position  classification  system  for  approxi- 
mately 11,000  employees. 

Develop  a  wage  and  salary  schedule  for  submission  to  the  1975  Legislature  to 
provide  equal  pay  for  equal  work. 

Develop  a  Statewide  Equal  Employment  Opportunity  plan  to  ensure  that  agency 
hiring  practices,  promotional  policies  and  career  programs  conform  with  sound 
management  principles. 

Develop  a  recruitment  and  placement  system  using  the  new  class  specifications 
to  recruit  the  most  qualified  applicants  to  fill  State  positions  in  compliance 
with  Equal  Employment  Opportunity  requirements. 

Develop  a  centralized  Statewide  training  program  to  provide  orientation  training, 
skills  training,  supervisory  and  management  training  and  outservice  training  to 
ensure  that  each  employee  has  the  necessary  knowledge,  skills  and  abilities  to 
best  qualify  for  his  or  her  job. 

Eliminate  employment  barriers  for  disadvantaged  persons  and  dead-end  jobs  by 
upgrading  under-employed  persons  through  the  Public  Service  Careers  sub-program. 


EVALUATION  ...  Classified  10,439  positions  and  published  a  position  manual. 
Implementation  is  scheduled  for  October,  1974. 

Initiated  a  wage  and  salary  survey  scheduled  for  completion  in  September,  1974 
to  be  submitted  to  the  1975  Legislature. 

Completed  research  for  a  State  Equal  Employment  Opportunity  plan  scheduled  for 
completion  in  November,  1974. 

Initiated  conversion  to  a  new  applicant  filing  system  using  the  new  Position 
Classification  System  codes  to  ensure  more  timely  referrals  of  qualified  appli- 
cants. 

Established  and  operated  a  central  personnel  recruitment  and  placement  office 
to  improve  job  contact  with  prospective  employees. 
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Established  a  Training  Bureau  and  developed  guidelines  for  a  coordinated 
Statewide  training  and  career  development  program. 

Conducted  three  training  workshops  for  State  and  local  government  employees 
through  the  Intergovernmental  Personnel  Act  in  addition  to  assistance  provided 
through  the  sub-program  to  local  government  officials  concerning  personnel 
management  technical  assistance  projects. 

Upgraded  56  employees  and  employed  and  trained  40  entry-level  persons  through 
the  Public  Service  Careers  sub-program. 


PURCHASING  PROGRAM 

GOAL  ...  Obtain  and  provide  quality  supplies,  materials  and  services  for  the 
operation  of  all  State  agencies  at  the  lowest  possible  cost  through  effective 
management  and  control  of  all  purchasing  activities. 

OBJECTIVES  . . .  Develop  and  promote  standards  and  specifications  for  State  govern- 
ment procurement. 

Buy  without  prejudice,  seeking  to  obtain  the  maximum  value  for  each  dollar  spent. 

Counsel  and  assist  agency  purchasing  personnel. 

Encourage  cities,  counties  and  school  districts  to  participate  in  State  contracts 
and  receive  the  advantages  of  volume  purchases. 


EVALUATION  . . .  Continued  to  emphasize  strong  working  relationships  with  purchas- 
ing personnel  at  agency  levels  to  receive  best  values  for  dollars  spent. 

Combated  inflationary  price  advances  by  promoting  volume  bid  purchases  by  State 
agencies  having  budget  and  storage  capabilities. 


RECORDS  MANAGEMENT  PROGRAM 


GOAL  . . .  Promote  the  use  of  modern  records  management  techniques  to  achieve 
efficient  utilization,  maintenance,  preservation  and  disposal  of  State  records. 


OBJECTIVES  . . .  Assist  agencies  in  the  evaluation  of  their  present  records  manage- 
ment activities  and  in  the  development  of  microfilm  systems. 

Improve  the  storage  of  inactive  State  records. 
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Develop  a  centralized  microfilming  operation. 

Develop  Statewide  records  management  policies  and  procedures. 


EVALUATION  . . .  Assisted  agencies  in  solving  problems  associated  with  records 
retention  schedules,  inactive  records  storage  and  microfilming. 

Implemented  improvements  in  the  storage  of  inactive  records  through  the 
establishment  of  a  temporary  State  Records  Center  and  the  purchase  of  in- 
expensive records  containers. 

Initiated  the  development  of  a  centralized  microfilming  operation. 

Initiated  the  development  of  Statewide  records  management  policies  and  pro- 
cedures. 


STATE  INSURANCE  PROGRAM 


GOAL  . . .  Effectively  provide  for  the  insurance  needs  of  the  State,  in  compliance 
with  statutory  law, including  catastrophe,  risk  and  employee  group  life,  health 
and  accidental  death  and  dismemberment. 


OBJECTIVES  . . .  Continue  to  provide  for  the  insurance  requirements  of  the  State 
and  its  various  departments  while  working  toward  the  establishment  of  an 
insurance  fund  eventually  allowing  the  State  to  negotiate  large  deductible  type 
policies. 

Maintain  an  inventory  of  State  buildings  v/ith  current  values  through  a  continu- 
ing appraisal  program. 

Develop  and  implement  a  Comprehensive  Risk  Management  sub-program. 

EVALUATION  . . .  Updated  State  Buildings  and  Contents  Insurance  to  comply  with 
co-insurance  requirements. 

Completed  insurance  appraisals  on  369  buildings  at  13  locations. 

Secured  Statewide  Comprehensive  Liability  Insurance  coverage  and  organized  a 
seminar  covering  this  program. 

Organized  a  series  of  Accident  and  Fire  Prevention  Seminars  for  all  State 
agencies. 
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Obtained  fleet  insurance  on  5,549  units  of  State  ovmed  automobiles  and  equipment. 

Obtained  insurance  for  agencies  with  specific  needs,  including  inland  marine 
and  all  risk  policies,  leased  equipment  and  driver  training  vehicle  policies. 
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